CONHEQ]’

STATE OF NORTH DAKOTA

HUMAN RESOURCES MANUAL
FOR ACTIVE EMPLOYEES

PEOPLESOFT
VERSION 8.9




CON HE(_D]’

State of North Dakota

DISCLAIMER

Written by MAXIMUS-ERP Solutions Group, March 2003 and revised by OMB, October 2006.

This training manual is considered to be proprietary and confidential and may not be reproduced for
any reason other than stated below without prior written consent of MAXIMUS-ERP Solutions Group.

EXCLUSION

This training manual has been prepared exclusively for the State of North Dakota PeopleSoft Project.
Information contained within this document may be used by the State of North Dakota for the sole
purpose of personnel training. Additional manuals may be reproduced and edited as needed for
training. All other uses are prohibited without prior written consent from MAXIMUS-ERP Solutions
Group.

Copyright & 2003 MAXIMUS-ERP Solutions GroupInc. All Rights Reserved.



CON HE(_)]’

State of North Dakota

TABLE OF CONTENTS

Managing Positions

OVBIVIBW ...ttt ettt ettt e a et e e e a bt e e ek bt e e e b bt e e e ea bt e e e abe e e e anbe e e e aabeeesanbeeeeanee 6
L0 ] [=Tod 11T SO O PP PP PPPPPOPPPPOt 6
(01 ¢=T= 11 oo T =0 1571 1o 0 LSRR 7
OVBIVIBW. ..ttt ettt ettt et e e s it e e e s abe e e e sabe e e e sabbeeesabaeeesbbeeesbneeeanes 7
Creating 8 NeW POSItION.........oiiiiiiiiie et e e 7
(DTS ol g o] (o] g == Vo [ I SRR 9
POSItioN INFOIMALION........ueiiiiiiiie e e 9
JOb INfOrMALION PAGE ......ooiiiiiiieiiiii et 10
WOTK LOCALION PAGE ... ..eiiiiiiiieiiiee ettt 11
Salary Plan INformation...........oceeeeiiiie e 11
SpeCific INFOrMAtioN PAJE ......coouiiieiiiiie e 12
Copying from an EXiSting POSItION .........cuiiiiiiiieiiiieiieec e 13
UpPdating POSITION DALA .....c.vveieiiiiieiiiie ettt st e e st e e s nbeeeesnbaeeesnbeeee e e 14
UPAte @ POSILION .....ceiiiiiiieiiiie ettt 17
Reclassification/Job Code Change ..........ccuveiiiiiiiiiii e 18
TranSTer POSITION ......cooiiiiiiiii ettt 19

Hiring An Employee

L@ YT QT SRR 20
(O o1 T=T 1Y RS 23
Preparation For Hiring An EMPIOYEE .......oooiiiiiii e 24
Verification of Position INfOrmMation .............cccceeiiiiiiiiie e 24
N1 o T =SOSR 24
Personal INfOrMALION .........oeeiiiiieiie e e e e s e ee e e e e e snbeaeaeeeeannes 26
PHMANYNAME .ottt et sbae e e ans 28
BiographiCal HISTOIY ......cccoiiiiiiiiic s arae e e e 29
N E= i ol | |5 SRR PRP 29
B Lo o T8I0 - - USSR 34
LUV o Tor= 1110 ] 4 I == o = PRI 35
JOob INfOrMation Page .........ouuviiiiiiiieee e 37
PAYIOll PAGE ...t 39
ST= 1 1oV o F= U g I o= Vo [ TS USSR 41

COoMPENSALION PAQE........uuiiiiiiiiiie et r e e r e e s e s e e e e s e snnraeeeeeaeannes 41



CON HE(_)]’

State of North Dakota

EMPIOYMENTE DALAL. ......eiiieitiiee ettt b e et e e b s nns 42

Employment INformation Page..........occuviiiiiiiiiiiiieie e 43
Job Earnings DiStriDULION ..........coiiiiiiiii e 44

Job Earnings Distribution Page.............ooiiiiiiiiiiii e 45
Benefits Program PartiCipation ...........ccuueireiiiiiiiiiee s cee e seee e e st en e e e e nnnes 45
Benefits Program PartiCipation Page...........cceiiiiiiiiiiiiiiiie e 46
EMErgeNCY CONACT.........eeiiiiiiiiiiiie it e e s e e e s e e e e e s e aanes 47

Entering Additional Emergency CONtacts .........ccccovvcivieeiee i sriniee e 50
WOrKerSOCOMPENSALION. ....ccoiutiiiiiiiiie ittt sttt st et e s st e e e enbae e e enees 51
Designated Medical PrOVIAET ............oiiiiiiiiiiic e 52
Yo [o VYo [0 [11T0 g F= VI AN=T=3 o [T 1T o | USSR 53
Add EMPIOYMENT INSTANCE ......eeiiiiiiii et 55

Maintaining Employee Information

L0 YT QT S 57

L0 ][0t 11T T PSP PU PP PPPPPTTPI 57

Updating Employee INfOrmMation...........cooiiiiiiiiee et 58

Changing Personal DAtal..........c.ueeeiiiiiiiiiiieiiiiee e 58

EMErgenCy CONACT...........oiciiiiiiiiiiiiii e s 62

Changing Current INformation ...........ccceeoevcieie e 62

Entering Additional Emergency CONtacts ........cccoocveeeiiieeeiiiee e 63

DI i VECENBES..... L. i 64

Changing Current INformation ...........ccceeoeviieie e 64
Entering Additional Dr.i.v.er.0.s...Li.c.eG6dse | nf or m

Pay Rate ChanQes ......coouiiiiiiiii e 65

Employee Profile Page........cceoiiiiiiiii ettt 65

Salary Plan PAge.......ccoouiiiiiiiiiiie et e 66

COMPENSALION PAGE .......eiiiiiiiii ittt sttt 67

Adding General COMMENTS ........ccciiiiiee e e e s r e e e e srnaaeeeae s 69

JOD DAL ACLIONS ...ttt ettt e s e e e e b e e nes 70

L0 YT QT SRR 70

Accessing / Changing JOb Data.........ccccoiiiiiiieee i 71

Leave of AbSence T UNPaid...........cccviiiiieiiiiiieec e 72

Leave of ADSENCE T Paid ........covviiiiiiiiiiii e 72

FMLA INtErMItLENT LEAVE ..ooivviieiiiiee ettt ettt et 73

REtUIN frOM LEAVE .....eeiiiiiiiie ittt smennree e O

Promotion / Demotion With No Change in Salary...........ccccoviiiniiiinniie e, 74



CON HE(_)]’

State of North Dakota

Promotion / Demotion With A Change in Salary........ccccccoceeiiiieeiiieiniiee e 75
Hire Temporary as a Full Time EMPIOYEE .......cc.oooviiiiiiiiiieiieeeiee e 76
TFANSTEIS ..ottt sttt et e et e e e nbe e e e 77
Retirement / TermMiNAtiON.........ccoiiiiiiiiie e 77
RENINE .. 78

Viewing Summary Information

OVBIVIBW ...ttt ettt ettt ettt sttt e e sttt e skttt e skt e e skt e e eab b e e e eabe e e e s bbeeesnbeeesnnnneean 79
L0 01T 1Y S 79
JOD SUMIMATY ..ttt sttt et e et e e e e s nbee e e enenas 80
Example Components Page I AMOUNES Tab ......coveviiiiiiiiiei e e e e e 85
Example Components Page i Controls Tab .......cccccoveiiiiiii i 85
Example Components Page i Changes Tab ......ccccooviiiiiiiiii e 85
Example Components Page i Conversion Tab .........ccccccveeiiiiiiiiee e 86
Search By NAIONAI ID.......coouiiiiiiiii ittt 86

Human Resources Reporting

L0 YT QT 87
L0 ] [=Tod 11T PR P PP 87
RUNNING Standard REPOIS ........ueeiiiiiiiiiiieee e se e s e e e s s seee e e e s e snbraeaeeeeaanes 88
Requesting Reports in PeopleSoft APPliCAtioNS ..........c.cvvvvieiiicciiieee e 89
Running Reports Using the Process Scheduler ... 90
Checking the Status 0f @ REPOIM .........coiiiiiiiiie e e 92
ViIieWing REPOIM RESUILS ...ttt e s e e e s e s e e e e e s e nnnteeeaeeeenanes 94
Commonly Used ACrobat BUITONS.........cooiiiiiiiiiic e 95
VIEWING PrevioUS REPOIS........uuiiie it e e ettt e e e st e e e s s sttre e e e e e s e saaba e e e e e s e ssntaneeaesenanes 96
Canceling or Holding RepOrt REQUESES ........ouviveeiiiiiiiiie e e e 96
EMailiNg the REPOIL.......uuiiie et e e s ere e e e e e e ee e e e s e snbaaeeeeeeannes 96

Working With Query
Viewing AN EXIiStiNG QUEIY ..uuuieiieieiiitetseit s amms e see e e seeeeenssmmm e nensneenrnenend 97



CON HE(_)]’

State of North Dakota

MANAGING POSITIONS

OVERVIEW

PeopleSoft Human Resources employs an integrated, table-driven
design to help your organization keep an effective-dated history of all
positions in your organization, regardless of whether they are filled.
Therefore, you can track your organizational reporting relationships
independently of the employees in the positions.

The State of North Dakota has chosen to use position management
functionality. This requires that the position be properly configured
prior to being associated with an employee. Position management
allows you to set up all the position data in advance. That way,
when you hire an employee, all you do is assign them to a position,
and the system uses the position information to fill out much of the
job data record. This saves time and reduces errors for those
involved in the hiring process.

OBJECTIVES

At the completion of this section, you will be able to:
1. Create a New Position
2. Update Position Info To:

1 Update a position

1 Reclassify a position
1 Inactivate a position



CON HES’]— State of North Dakota

CREATING POSITIONS

OVERVIEW

The Add/Update Position Info pages are where positions are defined.
You will create and maintain position information on these pages. After
you've assigned employees to the positions, this is also where you will
update data that affects both positions and incumbents.

The Add/Update Position Info component contains three pages. The
following table lists the pages and describes the required actions you
need to take on each page to create a new position.

Page Actions Taken

Description Position Information: Enter Effective
Date, Status (Active or Inactive), Reason,
Position Status (Approved, Frozen, or
Proposed), and Status Date.

Job Information: Enter Business Unit,
Job Code, Reg/Temp, and Full/Part
Time.

Work Location: Company (ND),
Department and Location

FLSA Status

Specific Information Check the Update Incumbents, Include
Salary Plan Grade and Budgeted
Position checkboxes.

Education and Government: Enter FTE,
check if Adds to FTE Actual Count

Budget and Incumbents | No action required. Displays current
incumbent and current budget information.

CREATING A NEwW POSITION

To begin the process of creating a new position, use the following
navigational path: Main Menu > Organizational Development >
Position Management > Maintain Positions Budgets > Add/Update
Position Info. The following page will appear.
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AddfUpdate Position Info

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_ Add a New Value

Position Number: begins with |+ ||

Description: hegins with

Position Status: = hd hd
Business Unit: heding with a,
Department: hegins with « &'}

Joh Code: begins with o}

Reports To Position Humber: | hegins with »

[Jinclude History [Icorrect History [case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing value | Add a MNew Walue

Note: This will be the initial page you will see for all position
management transactions.

To create a new position, click on the Add a New Value hyperlink. The
following page will appear.

Click on Add i the system will assign a position number.

A‘dIUpdate Position Info

[ R{nd an Existing Yalue )" Add a New Value |

Posithon Number: | 00000000

Add

Find an Existing Value | Add a Mew Value
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[ Description {_Specific Information ” Budgyetand Incumbents

Position Information ind | A First [ 1cf 1 ] Last
Position Number: 0ooooooa =
Headcount Status: Current Head Count: 0 out of i

*Effective Date: |09/20/2006 |3 “Status: Active v M
Reason: NEWQ, new Position Action Date: 09/20/2006

*Position Statys: | Aoproved v Status Date: 09202008 |5 [Ikey Position

Job Information

*Business Unit: 11000 |C, Office of Mgt & Budget

Joh Code: Q Manager Level:

*RegTemp: b *FullPart Time: | Full-Time  »
*Regular Shift: | MNi& v Unionh Code: Q

Title: Short Title:

Cietailed Position Description

Work Location

*Reg Region: Usa QU United States

Department; Q, “Compams Q,
Location: Q,
Reports To: a, Dot Line: a
Supervisor Lul: a,
Salary Admin Plan; Q,  Grade: Q  Step: Q
Standard Hours: 0.00) Work Period: Q,
P Eysa
B Save | [=] Matity | (=¥ Mext tab | Eetcd | FUpdateDisplay | ] Include History | [## Correct Histary

Description | Specific Information | Buddet and Incumbents

DESCRIPTION PAGE

Position Information:

Effective Date 1 Identifies the date the position becomes effective. The
system defaults in the system date (current date). Enter the date the
new position will become effective.
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Status T Indicates whether the status of the position is Active or Inactive.
Select one of these values from the drop down selections by clicking EI

Reason i Rationale for creating the new position. Since a new position
is being created, the system defaults to NEW.

Position Status i Indicates whether the position is Approved, Frozen, or
Proposed. Select one of these values from the drop down selections by

clicking E‘

Status Date 1 Displays the date that a position first held a particular
status value. Since this is a new position, the Status Date will be the
same as the Effective Date. The system defaults the Effective Date in
this field.

Job Information:

Business Unit17 Wi | | default to your Agencyods

Job Code i Enter the job code that this position is associated with, or
select from the lookup page by clicking =Y

Once the Job Code information is entered, the following fields default
from the Job Code table:

1 Reg/Temp i Indicates whether this is a regular position or a
temporary position.

1 Full/Parti Indicates whether the position is full or part time.
1 Regular Shift 7 Not currently used.

1 Union Code i Not currently used.

Title - Defaults from the Job Code table.

Short Title - Defaults from the Job Code table.

Note: When the Job Code information is entered, the appropriate values
for the Title and Short Title fields on the Job Information section
default.

10

BU
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Work Location:

Regulatory Region i Defaults to USA.
Company i Enter ND for State of North Dakota.

Department i Enter the appropriate department code or select from the
Lookup page by clicking 4.

Location Code i The location value may default after you have entered
the Department field information. The location code identifies the
physical location where the person who will occupy this position will
work. Verify that the location code is correct or change if necessary.
Reports To - Not currently used.

Dot-Line - Not currently used.

Supervisor Lvl - Not currently used.

Salary Plan Information:

Salary Admin Plan, Grade, Standard Hours, Work Period T Indicates
the salary components and hours for this position.

vE 5y

FLSA Status i Open the and the following page will appear:

FLSA Status: Nanexermpt ¥ Bargaining Unit: 6}

FLSA Status i Choose the appropriate class from the drop down.

Bargaining Unit i Not currently used.

11
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Click on the Specific Information tab to display the following page.

| Destription )" Specific Information |__Budget and Incumbents |

First [4] 1of 1 [ Last

Paosition Humber: naonooan
Headcount Status: Current Head Count: {1 out of i
Specific Information
Effective Date: 09r20/2006 Status: Active
Joh Profile ID: Q
Max Head Count: 1 Npdate Incumbents
Mail Drop ID: clude Salary Plan/Grade
\Work Phone: Budgeted Position
Heaith Certificate: v [ Confidential Position
Signature Authority: w [Job Sharing Permitted
v/
osition Pool ID: Q
Pre-Encumbrance Indicator: | Immediate v Calc Group (Flex Service): Q
*Encumber Salary Option; Salary Step b Academic Rank: Q
*Classified Indicator: Classified w FTE: 0.000000| []Adds to FTE Actual Count
Save | [=] Mctify | Previous takb | (= MNexttak Ertdd | FUpdateDisplay | 4 Includs History

[&F Correct History

esctiption | Specific Information | Budget and Incurmbents

I

Need to Open Education and Government Section to view.

SPECIFIC INFORMATION PAGE

Ensure that the Budgeted Position checkbox is checked and the
Update Incumbents checkbox is unchecked. The Update Incumbents
checkbox should be unchecked since this is a new position and contains

no incumbents.

Click B52¥e] to save the new position in the system.

The Position Number field will be populated with the number that is

assigned by the system.

12
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| Destription | Specific Information | Budget and Incumbents |

Position Number: (0025073

Headcount Status: Current Head Count: 0 outof 1

Specific Information Find | view All -~ First =14 [ Lagt

Effectrse Date: 0972012006 Status: Acthve

COPYING FROM AN EXISTING POSITION

If you are creating a position that is similar to a position that already
exists, you can copy existing position information into the new position.

To do this, add a position (as described previously) until you arrive at the
Position Information - Description tab (shown below). On the
Description page, you will see an __"tiaz= | hytton (indicated by the
arrow).

| Description \_Specifc Information | Budget and Incurnbents |

Position Information Find | View Al First [ 1 of 1 ] Last
Position Number: 00000000 =l
Headcount Status: Current Head Count: 1 out of I

‘Effective Date: Eﬂ “Status: Active v Initialize
Reason: Q Mew Position Action Date: 09/20/2006 &

“Position Status: Approved v Status Date; |D¥202006 | [key Position

Job Information

Click on the M button and the following page will appear:

Default Position Data

Enter a Position Number to default from

Position Number: I:IQ

] 24 | Cancel |

13
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Enter the position number you want to copy from into the Position
Number field and click —9K_1. The system automatically populates the
position data components with the information from the position you have
selected. Continue to add the position as described previously.

UPDATING POSITION DATA

To begin using the Position Information pages, use the following
navigation path: Main Menu > Organizational Development > Position
Management > Maintain Positions Budgets > Add/Update Position
Info. The search page to find an existing position value will appear as
described previously. Once you have selected the position number you
wish to work with, the following page will appear.

Description {_Specific Information } Budget and Incumbents

Position Information ind | Wiew Al First 4] 1of 1 [ Last
Paosition Number: 00025073 =
Headcount Status: Open Current Head Count: 0 out of 1

*Effective Date: | 09/20/2006 |[4 *Status: petive v
Reason: NEW Q. New Pasition Action Date: 0912072006

*Position Status: | APProved v Status Date: |0%/2012006 [ [CIKey Position

Job Information

*Business Unit: 11000 |, Office of Mgmt & Budget

Job Code: cLO043 |Q ADMIN ASSISTANT I Manager Level: Al Other Positions
*RegiTemp: Regular  » *FullPart Time; | Full-Time  »
*Regular Shift; | Mi& v Union Code: aQ,

Title: ADMIM ASSISTANT NI Short Title: ADNM AST 3

Detailed Position Description
Work Location

*Reg Region: Usa |2 United States

Department: 110110 Q. office of Management & Budget Company. ND State of North Dakota
Location: 11000 Q. Office of Managernent & Budget
Reports To: Q Dot-Line: Q
Supervisor Lvl: Q,

Salary Admin Plan:  |CLSD|C,  Grade: oog |3, Step: Q

Standard Hours: 40.00) Work Period: WY Q tfeekly

Mon Tue Wed Thu Fri Sat Sun
g.00 g.00 8.00 g.00 g.00
r B yysp,
B save | ELReturnto Search | [=] matity | (=% Mext tak Es2dd A Include History | [E# Correct History |

14
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Insert a new data row by clicking the sign across from the Position
Number field. After you click , a new data row will appear. Use this

row to enter updated information for this position. An example is shown
below.

Description | Specific Infarmation | Budget and Incumbents |

Position Information

al First (41 o2 B Last
Position Number: 00025073 =

Headcount Status: Open Current Head Count: 0 out of 1
*Effective Date: | 18/20/2006 |5 *Status:
Reason: [ & ActionDate: 082012008

*Position Status; |ApRroved v Status Date; [09/20/2006 | [key Position
Joh Information

*Business Unit: 11000 |C, Office of Mamt & Budget

Job Code: Q ADMIM ASSISTANMT NI Manager Level: Al Other Positions

*Reg/Temp: *FulliPart Time:

“Regular Shift: | N/A v Union Code: l:IQ

Title: |ADM|N AZSISTANT I | Short Title: Detailed Position Description

‘RegRegion:  [USA |Q United States

Department: Q Office of Management & Budget Compamy. MND State of Morth Dakota
Location: Q Office of Management & Budget

Reports To: l:IQ Dot-Line: l:IQ

Supervisor Lvi: I:IQ

Salary Admin Plan: Q Grade: Q Step: DQ
Standard Hours: Work Period: Q Ve ekly

Mon Tue Wedl Thu Fri Sat Sun %
| goo| | soof | soof [ soof [ goo| [ || |

P EE s

Bl Save | L1 Return to Search | =] Matify | (=% Mexd tab | [Ey Addd | | A Include History | [5# Correct History

15
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Notice, as indicated by the arrow on the right that you are now looking at
1 of 2 data rows. Also, as depicted by the arrow on the left, the Reason
field is now blank.

The Effective Date field defaults to the current date (system date).
Enter the date that the new position information is to take effect.

The following scenarios begin with the assumption you have
already selected the position, inserted a new data row, and entered
the appropriate effective date.

Note: The same Position Data pages that were used to add positions
will be used in the following scenarios to update position information.

16
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ACTION 1: UPDATE A POSITION

10.

11.

12.
13.
14.

Verify or change the value in the Status field.

Enter the appropriate information in the Reason field or select a
reason by clicking % and using the Lookup page.

Verify or change the value in the Position Status field and Status
Date field.

Verify that Business Unit is correct.

Enter the new job code in the Job Code field if appropriate. As is
the case with adding new positions, the following fields default when
the Job Code field is populated:

1 Reg/Temp

1 Full/Part Time

1 Title and Short Title

1 Salary Admin Plan, Grade, Standard Hours, and Work Period

Enter the new department information in the Department field if
appropriate.

Enter the new work location information in the Location field if
appropriate.

Open USA Flag, enter in FLSA Status.

Click on the Specific Information tab.

Click on the Update Incumbents box if you want the incumbent to
be updated with the changes you made. Depending on the reason
for the update, incumbents may, or may not, need to be updated.
Update Incumbents automatically updates any changes made to
the position directly to the job record of the person(s) assigned to the
position.

Click on the Include Salary Plan/Grade box. This will automatically
update the Grade on the incumbents record in Job Data.

Verify that the Budgeted Position box is checked.

Open Education and Government section, verify or change FTE.

Click on & save] to save the position data changes.

17
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ACTION 2: RECLASSIFICATION / JOB CODE CHANGE

10.

11.
12.
13.
14.

15.

Verify or change the value in the Status field.

Enter the appropriate information in the Reason field or select a
reason by clicking % and using the Lookup page.

Verify or change the value in the Position Status field and Status
Date field.

Verify that Business Unit is correct.

Enter the new job code in the Job Code field if appropriate. As is
the case with adding new positions, the following fields default when
the Job Code field is populated:

1 Reg/Temp

1 Full/Part Time

1 Title and Short Title

1 Salary Admin Plan, Grade, Standard Hours, and Work Period
Enter the new department information in the Department field, if
appropriate.

Enter the new work location information in the Location field, if
appropriate.

Open USA Flag, enter in FLSA Status.

Click on the Specific Information tab.

Click on the Update Incumbents box if you want the incumbent to
be updated with the changes you made. Depending on the reason
for the update, incumbents may, or may not, need to be updated.
Update Incumbents automatically updates any changes made to
the position directly to the job record of the person(s) assigned to the
position.

Click on the Include Salary Plan/Grade box. This will automatically
update the Grade on the incumbents record in Job Data.

Verify that the Budgeted Position box is checked.

Open Education and Government section, verify or change FTE.
Click on the Budget and Incumbents tab. Note the employee ID
number of the incumbent.

Click on &) save] to save the position data changes.

18
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ACTION 3: TRANSFER POSITION

10.

11.
12.

13.

Verify or change the value in the Status field.

Enter the appropriate information in the Reason field or select a
reason by clicking A and using the Lookup page.

Verify or change the value in the Position Status field and Status
Date field.

Enter new department information in the Department field if
necessary.

Enter the new work location information in the Location field if
necessary.

Verify that Business Unit and Department are correct.

Enter the new job code in the Job Code field. As is the case with
adding new positions, the following information defaults on the page
when the Job Code field is populated:

1 Reg/Temp

1 Full/Part Time

1 Salary Admin Plan, Grade, Standard Hours, and Work Period
Click on the Specific Information tab.

Click on (or ensure) that the Update Incumbents box is checked.
Click on the Include Salary Plan/Grade box. This will automatically
update the Grade on the incumbents record in Job Data.

Click on B save]

If there is an incumbent in the position navigate to the Job Data
pages by clicking Main Menu then using the following navigational
path: Workforce Administration > Job Information > Job Data.
Review, if changes need to be made add a row and make necessary
changes.

Click on &) save] to save your Job Data changes and complete the
process.

19
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HIRING AN EMPLOYEE

OVERVIEW

Essential employee data must be entered into the system before
managing any human resource activity for employees. Once entered,
you can input additional employee data and track a complete work
history for each employee.

Many of the pages you will use when you hire an employee are the same
pages you will use later to update information on existing employees.

The following is a summary of the components that are used during the
hiring process. Most required fields are preceded by an asterisk in the
system and must be filled in before saving the component.

To hire an employee you will progress through the Personal Data, Job
Data, Employment Data, Earnings Distribution, and Benefits
Program Participation pages. DO NOT save your data until you
have completed the full hire process i through the benefits
program participation.

You will then enteremergencyc ont act, drweekésdsi cense,

compensation and designated medical provider information. You will
save your data after each component.

20
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The following tables describe the components of the hire process.

Page Name Page Description

Personal Information

Name Add or view name, date of birth, gender,
highest education level, marital status,
social security number.

Contact Information Add or view address detail, phone
numbers, and Email.

Regional Regulatory region, ethnic group, military
status, and citizenship proof.

Organizational Employee, Contingent Worker or Person

Relationships of Interest.

Job Data

Work Location Payroll status, action / reason codes, job

indicator, position number, company,
business unit, department, and location.

Job Information Job code, regular/temporary, full/part
time, standard hours, FTE, work period,
FLSA status, and work day hours.

Payroll Pay group, holiday schedule, employee
type, tax location code, and FICA status.

Salary Plan Salary administration plan, grade, and
grade entry date.

Compensation Compensation rate frequency, rate code,
and comp rate.

21
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Employment Data

Organizational Instance

Original start date, last start date, first
start date, termination date, org.
instance service date.

Organizational Assignment
Data

Last assignment start date, first
assignment start date, assignment end
date, company seniority date, benefits
service date, seniority pay calc date,
probation date, professional
experience date, last verification date
business title, and position phone.

Earnings Distribution

Job Earnings Distribution

Identifies job earnings distribution,
earnings type, earnings code, and
distribution percent.

Benefits Program
Participation

Benefit Program
Participation

Identifies the benefit program and the
effective date.

Workers Compensation

Wor ker 6s Comp

l denti fi wsatiok aded

and percent.

es

Designated Medical Provider

Designated Medical Provider

Identifies employees preferred
Designated Medical Provider

Emergency Contact

Emergency Contact

Designates an emergency contact for
the employee that includes the contact
name, relationship, address, and
phone numbers.

Driverdés VLice

Driver s Lice

Applicable for positions that operate
motor vehicles. Includes the following
informati on: dri v
state, issue location, issuing authority,
valid from / to dates, number of
violations and points, and the license

type.
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OBJECTIVES

At the completion of this section you will be able to hire an employee into
the system by entering the following information:

1 Personal data such as name, address, phone numbers,
educational information, and social security number.

1 Job data that includes the position, work location, and

compensation.

Earnings distribution information.

Benefit program participation information.

Wor kerds compensation information.

Designated Medical Provider information.

Emergency contact information.

Driverdéds | icense information.

=A =4 =4 A -4 A
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PREPARATIONFORHIRING AN EMPLOYEE

VERIFICATION OF POSITION |NFORMATION

Since North Dakota is using position management functionality within
PeopleSoft, it is imperative that all position data is correct. The hiring of
a new employee is a good time to verify that the job information
(department, job title, etc.) associated with a particular position is correct.
To do this, see the Managing Positions Section of the manual.

NDHIRE

To begin the hiring process, navigate to the ND Hire page by using the
following navigational path: Main Menu > Workforce Administration >
Personal Information > ND Hire.

The system will display the following:

¢ EMPLID Search

EmpliD: | *National ID:
*Last Name: *Date of Birth: EX]

First Name:
Middle Name: ) male ) Female

Address:

Cityr m
Q State: Q SEENEN |

Couning:

o Please specify appropriate search criteria and click 'Search' push button to start search.

[continue |

=l save | [=] Motity |

Enter informationfort he new empl oyee in the AND
Name, National ID, and Date of Birth are required fields. (The ND Hire

process matches one of the following or both: National ID or the Last

Name and Date of Birth.) Click search.

You will get one of the following three results:
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1) If no records are found (see below), click on Continue for the hire

—Process.

EMPLID Search

EmpliD:
*Last Name: Leghorm
First Name:
Middle Name:
Address:
Citys

Country:

<Y

State:

“Mational ID:
*Date of Birth:

<%

123456789
ogrzgiass |[E

> mMale  Female

Mo Emplovees records were found that matched vour search criteria.

ﬁ: “ou can either change vour search criteria {(and try again) ar click the 'Caontinue’ push
button and use MNEW {i.e. the systerm will assian the nex available Emplovee |d for yvou).

Continue

) save | [ Hotity |

This will take you to the Biographical Details screen.

2) If a matching record is found in the Student Admin (SA) System and

ONLY the SA (System), you may then select the correct matching record

and click 6Continuedé to proceed through
Mew Window
EMFLID Search
EmpliD: “NationalID: 123456780
“Last Name:  |SC *Date of Birth: |03/
First Name: © male  Female /‘[ SA=Student Admin System
Address: [ ﬂ Click in t he o]
cor | 1 Then Cl i ckohieCo
Country: U5A Q) state: Ql __geamn_| L~
»
P 1 Employee records were found that matched your search criteria.
Flease review the Employee details in the results returned. Ifyou find an Em)| Beld
e that you wish to use, please check the 'Select' checkbox against that El B8 row and
click the 'Continue' push button. Ifyou da not find an Ermployee 1d 4 eets your
reguirements, you can either change your search criteria (ang again) or click the
‘Continue’ push button and use NEW {i.e. the system willgSsign the next available
Employee Id for you)
ovee 8 Re K1
EmpliD Name ate of Birth  City State Address Country Gender System Select
102 B Sch o3r Farga MND 27 Ave S LgA ) SA (m|
Continue
B save N

The following screen shall appear:

Home = AdministerWorkforce = Administer Workforce (GBL) = Llse = Hire

Hire

Add a New Value

oo ———— «———— Make sure the
Add Empl ID carried
forward
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The employee id is brought in from the student administration system.
You may click on add and proceed through the hire process.

—C—

3) Finally, if a matching record is found in the HR database (or both HR
& SA as below), it will be necessary to switch to a Transfer, Re-Hire or
Add Employment Instance process.

e Window
EMFLID Search
EmpliD: | *National ID: |1 23456789
LastName: [H “Date of Birth: |09 (B
First Name: I  Male £ Female
Address: |
City: [
Country: IUSA ql State: QJ

2 Employee recards were found that matched your search criteria

Flease review the Employee details inthe results returned. Ifyou find an Erployes |d

e that you wish to use, please check the 'Select checkbox againstthat Employee row and
click the 'Continue’ push button. Ifyou do notfind an Employee |d that meets vour
requirements, you can either change your search criteria (and try again) or click the
‘Continue’ push button and use NEW (ie. the system will assiogn the nex available
Employee |d for you).

[Employee ld Search Results

EmpliD Name Date of Birth  City State Address Country Gendg am Select
10 4 H ogf BISMARCK MND 41 =18 usA F -
20 4 H ooy Bismarck MD 240 Rd [S1=1% F -
Continue |

& save

For rehires, transfers, refer to the Maintaining Employee Information
section of this manual and/or the appropriate checklists.

PERSONAL INFORMATION

The Personal Information pages are used to record and access personal
information about employees. The Personal Information pages include
the following: Biographical Details, Contact Information, Regional
and Organizational Relationships. Many components and processes
elsewhere within PeopleSoft reference the data stored on the Personal
Information pages.

The Biographical Details page will appear as shown below.
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Biographical Details ' ContactInformation | Regional | Organizational Relationships |

Person [D: WEWY

ary N irst B4 of 1 L] Last
‘Effective Date: | 02172006 [[5) =
‘Format Type: English v

Display Name: Add Name

DateofBith: | [§ 0 Yeas 0 Months

Birth Country: Q United States

Birth State: [ a

Birth Location: | | Waive Data Protection [

Biographical History ind | Wiew Al First E 1of 1 E Last

+

Effective Date: 082112006 |5 H[E

“Gender: Unknown v|

*Highest Education Level, | A-Notindicated v

*Marital Status: |Sing|e "| As of: | |E‘j

Language Code:

Alternate ID: I:I

CJFull-Time Student
Customize | Find | View Al B Fict E' 1cf 1 |I| Last

*Country *Mational ID Type National ID Primary ID
UsA Q. Social SecurityNumber v | | =]
& Save | [=] Matify | | (= Mext tab | ) Refresh | E'+Add| UpdatE:JDispIay| J] Include History ‘ [5# Correct Histary

Biographical Details | Contact Information | Regional | Organizational Relationships

Click on Add Name, this page will appear.

Edit Name
Prefix:
First Name: | |Middle Hame:
Last Hame: |
Suffix: v|

%, Display Name: l
When done adding name

click OK and you will go back

V to the Biographical Details.

Ok | Cancel | Refresh|

Formal Name:
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PRIMARY NAME

Note: Use mixed case for all data entries. The PeopleSoft system is
case sensitive.

Person ID i This is the employee identification number assigned by
PeopleSoft. The ID number will appear as NEW as you begin the hiring
process. This will change after you complete the Biographical Details
and click on Add a Relationship.

Effective Datei1 Ent er t h e hiremate. oThiedefdulis to the
current date. If the hire date is a date other than the default date, you
can change it appropriately.

Format Type i Defaults to English.

Add Name i Click on this.

Prefix i Click on the EI to choose a pre-defined prefix title. Options
include Dr, Miss., Mr., Mrs., Ms..

First Name, Middle Name and Last Namei Ent er t he empl oyeeo:
name in the fields. (Mixed case)

Suffix i Click on the &/ to choose a pre-defined suffix from the Lookup
page. Options include Jr., Sr., etc.

Click OK T return to Biographical Details

Note: Peopl eSoft enters tNamefieldgité¢royeeds ne
First Name, Middle Initial and Last Name have been entered.

PeopleSoft only requires that a first and last name be entered. Prefix,

middle name or initial, and suffix is optional.

Date of Birthi Ent er the empl oyeeds date of birt
references this field for certain calculations in the Base Benefits and
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Payroll modules. Once you enter a birth date, the system calculates the
person's age in years and months.

The Birth Country, Birth State, and Birth Location are for information
only and should be filled in, if known.

BIOGRAPHICAL HISTORY:

Effective Date: This defaults to the current date. Enter the employees
hire date. If the hire date is a date other than the default date, you can
change it appropriately.

Gender i The field defaults to Unknown. Click the EI to select either
Male or Female.

The Highest Education Level field is mandatory. Select the appropriate
option from the drop down list.

Marital Status-Thi s field is for the employeeds
their tax status).

As of 1 If known you may complete.

Language Code:Not <currently being used. It is
preferred language.

Alternate Employee ID: Not currently being used. This field is to record
a second type of ID for an employee, Do NOT put the SSN in here.

Full Time Student: Informational only.

NATIONAL ID:

Country 7 Defaults to USA.

National ID Type Description i Defaults to Social Security Number.
National ID (Social Security Number) i Enter the Social Security
Number. It is not necessary to include punctuation; the number is

formatted by the system.

Primary ID 1 Defaults to checked.
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Click on Contact Information and the following screen will appear:

| Biographical Detalls | Contact Information \_Regional | Organizstional Relationships |

Person ID: NEW

Current Addresses e | Fin B rist (044 Y Last

Address
Type

s Of Date Status Address

Add Address
Horme Dt E

First E 1of 1 E Last

Phone Information Gustomize | Find | &

‘Phone Type Telephone Extenglon Preferred
v O [
Custumize | Find | L First E 1ot E Last
‘Email Type ‘Ermail Address Preferred
v O [

B save

Bioaraphical Details | Contact Infurmatim/{eqiuna\ | Organizational Relationships

Nmi1y| Previuustah| f Eq.Add‘ Updatemisplay‘ )EllncludeHistory| [& Correct History

Click on Add Address Detail and the following screen will appear:

hddress History

Address Type: Haome
Eind First 4] 1 of 1 I
‘Effective Date Country *Status  Address: F[=]
0872152006 EJ usa Qa3 Add Address
)4 ‘ Cancel ‘ Refre3h|

Address Type 1 The system defaults to Home address. Record the

empl oyeebdbs home address. The system use
here when printing all correspondence (e.g. Paychecks, Mailing Labels,

etc.). Each employee must have a home address. The mailing address

may be entered here by inserting a row. However, if the employee wants

their check mailed to a different address than their home address,

entering a mailing address here does not override the home address.

You must indicate the check address in Payroll Options.

Country i Defaults to USA.
Status T Defaults to A (Active)

Click on Add Address and the following screen will appear:
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Edit Address

Country: United States
Address 1: |

Address 2:

Address 3:

City: State: Q Postal
County:

ok | Cancell

Address1i Ent er the employeeds street addres
The Address 2 and Address 3 fields are optional. These fields may be
used to store additional address data (e

Of €0 notations).

City, State, Postal and County i Enter information as appropriate. The
Postalf i el d i s used for the employeebs zip

Click OK and OK, this will take you back to Contact Information.

To enter phone numbers, go down to the Phone Information section.

Phone Information Customize | Find | B Fiat (4] 1af 1 [ Last
*Phone Type Telephone Extension Preferred
v O [=]

Phone Type 1 Select the appropriate phone type by clicking the EI at .
the right of the field.

Business i This is the employees work telephone number. This is the
information that is pulled into the LDRPS file.

Telephone i Enter the phone number. The system automatically formats
the number; the phone format is populated by default with 000/000-0000.

To enter additional phone numbers, click on the (as indicated by the
arrow in the above screen shot).

31



CON HE(_Z]'

State of North Dakota

If you wish to enter an email address, go down to the Email Addresses
section.

customize | Find | # First E 1 af 1 |E| Last
*Email Type *Email Address Preferred

g O HE

Email Typej__ISeIect the appropriate value from the available options by
clicking the 1 at the right of the field.

Email Address i Enter the appropriate email address.
To enter additional email addresses, click on the .

Click the Regional tab and the following page will be displayed.

| Biographical Details | ContactInformation | Regional ' Organizational Relationships |

Person ID:

Find | Vie

Regulatory Region: Q United States Ethnic Group: I:IQ E

Find |Wiew All  First E 1cf1 m Last

=l
Effective Date: l:IE"J

Date Entitled to Medicare: I:IE‘] Military Status: | 4 |
Citizenship (Proof 1): I:I Citizenship (Proof 2): I:I

Eligible to Work in LS.

‘As of

*Smoker ) -
| [ & B

& save | [=] Matify | Previoustab| (=¥ Mext tab | 4 Refresh | E‘+Add| Update.'DispIay| J Incude History | [&# Correct History

Bingraphical Details | Contact Infarmation | Regional | Droanizational Relationships
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USA:
Regulatory Region i Defaults to USA.

Ethnic Group i Choose the appropriate option from the drop down list.

Effective Date i Date of hire.
Date Entitled to Medicare - Not currently being used.
Military Status - Select appropriate option from the drop down list.

Citizenship Proof 1 and Citizenship Proof 2 - Record forms of
identification to prove empl-8fprmeds el i

Eligible to Work in US T Default is checked.

Smoker: Informational only.

Click on Organizational Relationships and the screen below will
appeatr:

| Biographical Details | Contactinformation | Regional | Organizational Relationships |

Person ID: MWEWY
Add the Relationship |
| 1Contingent Worker
[CIPerson of Interest
Checklist Code: v Goto Person Checklist.
[El Sav | [=] bty | Previous tah | | ) Refresh | Epddd | J UpdateiDisplay | J] Include History | [5# Correct History

EioqrapAicaI Details | Contact Information | Redional | Organizational Relationships

/

Check the box by Employee

Click on Add the Relationship button i This will take you to the Work
Location Screen. Note: At this time you will have the ID number for
your new employee.

33



CONVIECT Stat of North Datota

JOoB DATA

Afteryouhave ent ered t he e mp linforynationdteenexi ogr ap hi
step is to enter the job information.

The Job Data pages are used to record and access core information

about the employeebs job. These pages ar ¢
electronic personnel file. A history of the events, which occur during

employment, (e.g. Promotions, Transfers, Terminations, etc.) are stored

in Job Data.

The system displays the employee's name, Employee ID, and the
employment record number, based on the information that you entered
on the Biographical Details page.

Once you click the Add the Relationship button, the Work Location
page will be displayed.

| Work Location \_Job Information | JobLabor | Payall ) Salary Flan | Compensation |

Happy Camper EMP 1D: 7012067 EmplRecd# 0

Find  First B 1o 1 D Last
HR Status: Active Payroll Status:  Actie (CEIBIFID SiES EIrf D =
*Effective Date: 090172006 B Sequence: o *Job Indicator | PriMmanJab v
Action / Reason: Hire b/ 4

Current
Last Start Date: 10/21/2008 Termination Date:
Expected Job End Date el
Position Number: Q Position Entry Date: [
| Position Management Record
*Regulatory Region: Usa | United States
*Compaty: Q
*Business Unit: 11000 | & Office of Mgt & Budget
*Department: Q Department Entry Date; EJ
Location: Q
Establishment ID: Q
Date Created: 1072172008
Joh Data Employment Data  Earnings Distribution Benefits Program Patticipation
oK | Cancel | Anply | | (=Mt tab | 4 Refresh |
‘Work Location | Job Information | Job Labar | Payroll | Salary Plan | Compensation
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WORK LOCATION PAGE

Effective Date i The effective date defaults from the Personal
Information pages.

Effective Sequence i For the new hire row this value will always default
to 0 (zero).

Job Indicator T This defaults to Primary for new hires.

Action i Defaults to Hire for new employees.

Reason i This will be Hire.

Last Start Date 1 This will fill in with the hire date after being saved.
Expected Job End Date i Not currently being used.

Position Number i Enter the position number that is on the requisition

or select a position number from the position lookup page by clicking on
QA beside the Position Number field. The system displays the following

lookup page.

Look Up Position Number

Position Humber: hedins with

Description: hedins with

Business Unit: hedins with Q

Department: heging with Q

Joh Code: begins with Q

Position Status: = w

Job Sharing Permitted ]

Reports To Position Number: | begins with s Q
Look Lp Clear Cancel | Basic Lookup
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Enter information in one of the fields in which you would like to search by

and click . Click on the appropriate position and the system
populates the Position Number field with your selection.

When you tab out of the Position Number field, the system
automatically fills in the Position Entry Date field with the hire date. The
system populates several fields from the Position Data table. This is why
verifying that the position data is correct before beginning the hiring
process is so important

When a Position Number is input, the following fields populate on the
Work Location page:

1 Regulatory Region i Defaults to USA.
1 Company i Defaults to ND.
I Business Unit i Defaults to your business unit.

1 Department i Defaults to the department to which the employee
belongs.

1 Department Entry Date (to the right of Department) i Indicates
the date on which the employee begins work for this department.

1 Location i Defaults the code used to identify the physical
location where the employee will be performing their job.

1 Establishment ID 7 Not currently used.

Note: There may be instances in which the defaulted information from

the position number in the above fields is not correct. The information

should be corrected in position management where possible. If the

information in position management does not pertain to all the

employees in that position (ex. temporary positions) you may click on the
override position data button which will open up these fields for entry. It

is very important that you click on the override position data button when

you are finished to close these fields again. | f y ou deotimeéet c | o
fields, the link between position data and job data is broken.
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Click the Job Information tab and the following page will appear.

State of North Dakota

[ #¥ork Location ) Job Information | Jok Labor " Payroll | SalaryPlan j” Compensation
Happy Camper EMP 1D: 7012068 EmplRcd#: 0
Job Information Find First M 4 r 1 [ Last
Effective Date: 09/01/2006 Effective Sequence: 0 m Job Indicator:  Primary Job
Action / Reason: Hire Hire Current
Joh Code: cLog18 TRAINING OFFICER Il Entry Date: 08/01/2006
Supervisor Level:
Supervisor ID:
Reports To:
RegularTemporany: Regular FullPart: Full-Time
Empl Class: i *Officer Code: Mone b
Regular Shift: R Shift Rate: !
Classified Indc: Clagsgified
Standard Hours: 40.00
Work Period: i) Weekly
FTE: 1.000000 Adds to FTE Actual Count? [CJEncumbrance Override
Contract Number: Q, Contract Type:
Mext Contract Mumber
> Esa
FLSA Status:  Monexempt *EEQ Class: | Mone | wWork Day Hours:
Joh Data Employment Data  Earnings Distribution Benefits Program Paricipation
0K | Cancel Apply Freviouztab | (=% Mext tab 1) Refresh
Work Location | Job Information | Joh Labor | Payroll | Salary Plan | Compensation

JOB INFORMATION PAGE

The following fields populate from the Position Number entered on the
previous page:

1 Job Codei Identifies the job the employee performs.

=

Entry Date 1 Indicates the date the employee begins work in this
job.

1 Supervisor Level T Not currently being used.
1 Supervisor IDi Not currently being used.

1 Reports To i Not currently being used.
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1 Regular/Temporary and Full/Part (Time) i Defines the type of
employment.

1 Empl Class i Not currently being used.
9 Officer Code i Defaults to None.

1 Regular Shift 7 The State of North Dakota is not using Regular
Shift.

1 Shift Rate i The State of North Dakota is not using the Shift
Rate fields for tracking information. Shift information is entered
on the payline.

1 Classified Indc - Defaults from position data as to what type of
position this is.

Standard Hours i The number of hours per week that the employee will
work. A value defaults from the position.

Work Period i The standard time period in which employees must
complete the standard hours. This should always be W for Weekly.

FTEi Il s defaulted according to the employe
(Example: If the standard hours are 20, the FTE will be .5)

Contract Number i Not currently being used.

To access the FLSA Status and EEO Class fields, click on = sa to
expand the section.

FLSA Status i The system fills in this field based on the job code
assigned to this employee. FLSA status indicates whether this job is
exempt or nonexempt according to the Fair Labor Standards Act. FLSA
status also helps determine benefits eligibility in PeopleSoft Benefits
Administration.

EEO Class 7 Not currently being used. Should default to none.
Work Day Hours i Workday hours are standard hours divided by 5.

Only required if FLSA status is nonexempt. (Example: If standard hours
are 40, the work day hours should be 8.)
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Note: There may be instances in which the defaulted information from
the position number in the above fields is not correct. The information

should be corrected in manage positions where possible. If the

information in manage positions does not pertain to all the employees in
that position (ex. temporary positions) you may click on the override
position data button which will open up these fields for entry. Itis very
important that you click on the override position data button when you

are finished to close these fieldsagain. | f you dondt cl ose t

the link between position data and job data is broken.

Note: The Job Labor tab is NOT used.

Click the Payroll tab and the following page will appear.

| Wark Lacation | Job Information | Job Lakor {* Payroll Y Salary Plan |} Compensation

Work Location | Job Information | Job Labor | Payroll | Salang Plan | Compensation

Happy Camper EMP 1D: 7012068 EmplRed #: 0
Payt oll Information Find First K 10of 1 [ Last
Effective Date: 090152006 Effective Sequence: 0 m Job Indicator:  Primary Joh
Action / Reason: Hire Hire Current
*Payroll System: Payroll for Morth America v Absence System Cther v
Pay Group: PE1|Q Salaried Monthly Employees Holiday Schedule: STATET |QL  Statutory
Employee Type: 5 |Q Salaried *Tipped: Mot Tipped »
Tax Location Code: |BURLEIGH | Burleigh FICA Status: Subject v
GL Pay Type:
Combination Code: Edit ChartFields
Job Data Employment Data  Earnings Distribution Benefits Program Participation
QK | Cancel Anply Previous tak Mexttab | s Refresh

he

PAYROLL PAGE

Payroll System 1 Defaults to Payroll for North America.

Pay Group i Enter the pay group or click on QU to list the pay group
codes. Once the pay group has been entered, the following information

defaults:
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Holiday Schedule i Identifies the paid holidays for which an employee
is eligible. Need to verify that the default is correct for that employee.

0 Statel is the statutory holidays.

o0 None is no holidays.

o]

Employee Type i Records how the employee reports time. Examples
would be Hourly or Salaried. Need to verify that the default is correct for
the employee.

Tipped T This is currently not being used.

Tax Location Code i List the code used to identify the county in which
the employee works.

FICA Statusi Indicates whether the employee is exempt, subject, or
subject to Medicare only. This field defaults to Subject.

GL Pay Type- North Dakota is not using this field. Leave this field blank.

Combination Code - North Dakota is not using this field. Leave this
field blank.

Click on the Salary Plan tab and the following page will appear.

Work Location | Job Information | JobLahor | Payrall | SalaryPlan | Compensation |

Happy Camper EMP ID: 7012068 EmplRcd# 1
Find  First (41 o 1 [M Last
Effective Date: 09/01/2006 Effective Sequence: i m Job Indicator:  Prirnary Joh
Action / Reason: Hira Hire Current
Salary Administration [CLSDQ, % Grade: 012 /& % GradeEntryDate  |0%01/2006 |5
Plan:
Includes Wage Progression Rule Step: Q Step Entry Date E‘j

Job Data Employment Cata  Eamings Distribution Benefits Program Participation
Ok | Cancel | Appby | Previoustab| Nexttab| ¢Refresh|

Work Location | Job Information | Job Labor | Payrall | Salary Plan | Compensation
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SALARY PLAN PAGE

Salary Administration Plan & Grade i Used to tie together a collection
of salary grades for which groups of similar employees will be eligible.
These fields default from Position Information.

Grade Entry Date i Indicates the date on which the employee is first
compensated from the Salary Grade.

Step i Is not being used at this time.
Step Entry Date - Is not being used at this time.

Click on the Compensation tab and the following page will appear.

[ ork Location |} Job Information | Job Labor | Payroll | SalaryPlan | Compensation

Happy Carmper EMP 1D: 7012068 EmplRcd# 0

Compensation Find First [ 1of 1 [+ Last

Effective Date: 09/01,2006 Effective Sequence: 1] m Job Indicator:  Primary Job

Action ! Reason: Hire Hire Current

Compensation Rate: 00000005 “Frequency: M G, Monthly
»
»

Default Pay Components

Pay Components First |I| 1 of 1 El Last
Amounts Y  Controls

*Rate Code Seq Comp Rate Currency Freguency Percent Rate Code Group

Custamize | Find

5 Changes " Canversion

1 Q o =] Q Q Q =
Calculate Compensation
Joh Data Employment Data  Earnings Distribution Benefits Program Participation
0K | Cancel Apply Previous tab 4 Refresh k

Wark Location | Job Information | Jab Labar | Payrall | Salary Plan | Compensation

COMPENSATION PAGE

Comp Frequency - Defaults to M for Monthly or H for Hourly.

Rate Codes i Choose from search list. (NAANNL does not apply to the
State.) The description will indicate which rate code to use.
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3.
4.

Click on Calculate Compensation button.

Compensation: Enter compensation amount if not defaulted from the

rate code.

Currency: Defaults to USD (US Dollars).
Frequency and Percent: Defaults from rate code.
Rate Code Group: Not currently being used.

EMPLOYMENT DATA

Click on the Employment Data hyperlink to continue the hiring process

and enter Employment Data information.

When you click on the Employment Data hyperlink, the following page

will appear.
{ Employment Information
Happy Camper EMP ID: 7012068 EmplRcd#: 0
Organizational Instance Rcd: i Original Start Date: [ override
Last Start Date: First Start Date:
Termination Date; Years Months Days
0Org Instance Service Date; [Coverride o 0 i 0
Instance Record
Last Assighment Start Date: 10/2142006 First Assighment Start: 10/2142006
Assighment End Date:
Home Host Classification: Home Years Months Days Tirme Repotter Data
Company Seniority Date; [Coverride 0 0 i
Benefits Service Date: [Coverride 0 0 0
Seniority Pay Calc Date: 1062112006 [Coverride 0 i 0
Probation Date; E
Professional Experience Date: it Last Verification Date: B
Business Title: TRAINING OFFICER Il Position Phone:
=17
Job Data Employment Data  Eamings Distribution Benefits Program Paricipation
0K | Cancel | Apply | %) Refresh |
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EMPLOYMENT |INFORMATION PAGE

The Employment Information components are used to record
employment information such as business title and position phone.

Organizational Instance Section T This information will populate when
saved. The Original Start Date, the Last Start Date, the First Start Date
and the Org Instance Service Date will all be the hire date.

Termination Date - The system displays this date from the Job Data
component when an employee terminates.

Last Assignment Start Date i This will change to the hire date after
being saved.

Assignment End Date i Not currently being used.
*Home/Host i Defaults to Home.

Company Seniority Date i Defaults to the hire date when the record is
saved. The Company Seniority Date is the continuous service date
and is used for service award recognition. Once the record is saved you
can go back in and change this date by clicking on the Override button
next to the date; change the date and then save. Leave the box checked
next to override.

Benefits Service Date - This is used for leave accrual. If the hire date
is not the first of the month, you should enter the first day of the month of
the hire to accrue the appropriate accrual of leave hours. Do this by
clicking on the Override button next to the date; change the date and
then save. Leave the box checked next to override.

Seniority Pay Calc Date - This will change to the hire date after being
saved. We currently are not using this date.

Probation Datei Ent er t he end date of the
probation/provisional period.

Professional Experience Date - We currently are not using this date.
Last Verification Date i Displays the latest date on which the worker

verified his or her personal data in the system. This is not currently
being used.
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Business Title i Defaults from Position Data.

Note: If you are hiring a temporary/seasonal employee, click the
E=usa to expand the section as shown below.

Appointment End Date i Enter the expected end date for the
temporary/seasonal position.

JOB EARNINGS DISTRIBUTION

Click on the Earnings Distribution hyperlink to continue the hiring
process.

When you click on the Earnings Distribution hyperlink, the following page
will appear.
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